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Introduction

Arches for HERs is a new platform for Historic Environment Records (HERs) which incorporates
both an inventory system as well as a new heritage management tool: the consultations resource
model.

Please note that the images used in this guide have been taken from an existing instance of the
software, in this case the Greater London Historic Environment Record (Keystone), and are used
for the purpose of illustration only and may therefore contain variations in layout or labelling from
the current version of the software.



Workflows

In the Greater London HER instance of Arches for HERs, a number of prescribed workflows have
been created based upon elements of the planning Consultations process. These guide the users
through each stage, prompting appropriate data entry and interactions, and insuring mandatory
data is entered before they are able to proceed to the next step. These workflows can be used in
conjunction with the standard Arches for HERs Resources and offer a degree of flexibility that
allows the user to discover their preferred methodology for completing the Consultations process.

© Consultations

Create New...

4 Consultations

Application Area Name

Insert the Application Area name in the free-text node. Select the Save and Continue button, or
the Undo button to re-enter the name.




Location Description
When the Application Area Name has been saved, the next tab in the workflow, the Location

Description, will open. This is a free-text node facilitating the entry of descriptive text specifying the
extent of the Application Area. This element of the workflow is not mandatory, and so you can
choose to leave this blank and instead move on through the workflow by selecting the Next

Step button at the bottom of the screen.

Area Map
This tab contains the same tools and functionality for creating spatial features as occur elsewhere

in Arches for HERs.
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Related Heritage Resources
The Application Area can be associated with other Arches for HERs Resources (in this case

Monuments, Areas and Artefacts) by retrieving and selecting the appropriate Resource from the
drop list of values that appears when text is entered in the related Heritage Resources node.



Area Description

Add a more detailed description of the area can be entered in this tab if the address alone does
not accurately portray a location.

For example, the site is 200m north of the entrance to the field and approximately 150m south of
the long barrow.

(N Aot - pplomcn e o ) dres - Sea B4 (-] = e } b4

B Application Area Welowe sarin M 0

Application Area Workflow tertyhauvorilion | B o oo

,

Area Designations

Where the Application Area occurs in a location where some form of designation or protection has
already been applied, the appropriate designation/protection type can be selected from a list of
values available via the drop-down menu



® e [ e e o+ == h
B e ystene mistonoeng dediong sl e i Akt 1 i ot Tah oo 5

B Application Area . i A4 a4

Application Area Complete
The final tab in the Application Area workflow allows the user to review the data they have entered
before selecting the Save and Complete Workflow command.
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Consultation GeoJSON

This tab contains the same tools and functionality for creating spatial features as occur elsewhere
in Arches for HERs. A spatial feature must be added before the user can proceed to the next
stage in the workflow.
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Consultation Dates
Enter the date the consultation was logged into the Log Date node: either enter the date in yyyy-
mm-dd format or click in the node and select a value from the calendar. The Target Date field will
auto-fill with 21 days from Log Date (this date can be overwritten if the target date is not 21 days).
Select Save and Continue.
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Consultation Type

Assign a Consultation Type by selecting the appropriate radio button (for example, Post-
Application). Assign the appropriate Application Type and Development Type by selecting a
value from the drop-down menu accessible via each node. Select Save and Continue.
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Reference Numbers

Insert the relevant Reference number (for example, a planning reference number) into

the Reference text box. Select the Reference Type from the drop-down list of values. Add the
name of the Agency (or organisation) which relates to this reference number (for example, the
Local Planning Authority which assigned the planning reference): insert the name of the agency
(which should first be present as an Arches for HERs Resource in its own right) in the node and
select the matching entry from the drop-down list. Select Add. This process can be repeated to
add additional Reference Numbers. When all entries are present, select Save and Continue.
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Application Proposal

Descriptive text can be pasted into the Proposal Description node. If the consultation was
received in the form of a letter this could be added as an Associated Proposal File, first insuring
the file has been recorded as a Digital Object within Arches for HERs. Once it exists as a Digital
Object it can be retrieved and selected by inserting its name or identifier in the Associated
Proposal File/s node. When completed, select Save and Continue.
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Contacts

The Contacts tab facilitates the recording of details for the following: Planning Officer, Casework
Officer, Agent, Owner and Applicant.




Add Consultation Complete

Review the Consultation workflow using the Add Consultation Complete tab. Select Save and
Complete Workflow.
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The newly created Consultation should now appear in the list of Active Consultations.
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Related Consultation/Details

To link the communication to a Consultation, navigate to the Select Related Resource drop-down

and search for the desired Consultation. Insert a Subject (for example, ‘Approve draft WSI’).
Select the appropriate Communication Type using the radio buttons (for example, Email) and
enter the Communication Date.

To add Participants, insert a name into the Participants text box and select the desired person

from the drop-down list (the individual should first be recorded as an Arches for HERs Resource).

To assign a Related Condition, select the relevant value from the drop-down list. Select Save
and Continue.

Notes
Add the content of the communication to the Notes node (for example, pasting the email into the
node, or adding notes based upon a telephone conversation etc.). Select Save and Continue.
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Follow-on Actions
Use the free-text node to describe any follow-up actions. This may be your email reply or actions
required. Select Save and Continue if the text box is populated or Next Step if left blank.
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Upload Documents

Digital files related to the communication can be added by either dragging and dropping the file or
by browsing to a saved file by clicking Select Files. These files, which can be in any format, may
include the email itself, a pdf letter sent by a contact, or a WSI etc. Select Save and Continue if
you have uploaded documents, or Next Step if not.
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Upload Documents
Drag & Drop your files anto this panel

W select Files

Add Communication Complete
This tab allows the user to review the information entered in the workflow. If satisfied, select Save
and Complete Workflow.
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Site Visit

This workflow enables the recording of any site visits made in relation to a Consultation. It is a
place to store notes of observations, any recommendations made, and provides an easily
accessibly place to store photographs and to record associated metadata.

Site Visit Details

Navigate to the Select Related Consultation drop-down and retrieve the desired Consultation.
When an entry is selected, further nodes will appear in the tab. Add Date of Visit and

the Location Description. Select Save and Continue.
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Site Visit Attendees

Add an attendee by selecting from the drop-down list (insuring the attendee has first been
recorded as an Arches for HERs Resource). Multiple attendees can be added before
selecting Save and Continue.
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Site Visit Observations
Insert any observations made in the free-text node and select Save and Continue.
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Recommendations
Insert any recommendations made in the free-text node and select Save and Continue.
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Site Photos (Upload)

Photographs can either be dragged and dropped onto the Site Photos (Upload) tab or you can
browse to the saved file location using Select Photographs. These should be .jpg, .png or .tiff
files. Once the photograph has been uploaded, select Edit and enter the appropriate metadata for
the image, such as a caption, copyright type, copyright holder and copyright note text. Once
added, select Save. Multiple photographs can be added.

Upload Photographs
Drag & Dop your pholas onta th panel 1o

aprgnal

15



Site Visit Workflow Complete
Review site visit details and select Save and Complete Workflow.

This short workflow facilitates the automatic generation of an Advice Letter.

In the Select Related Consultation node, retrieve the Consultation for which you wish to create
an Advice Letter.
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Correspondence Workflow

Select Related Consultation 1 e Woi w Complete
< >

Select Related Consultation

Selact a consuhtation and a letter typs o creats a Letes

Select Related Con:

Add new Relationship

Insert a name or identifier in the node and select the matching entry from the drop-down list of
Consultations.

Select Related Consultation

& Links Cottage 26 Galsworthy Road Kingston upon Thames KT2 785
&= Fleming Road/Whitecote Road Golf Links Estate Southall Middlesex UB1 3NR

Consultation for Links Cottage 25, Galsworthy Road, Kingston Upon Thames, KT2 7BS on
2022-04-01

& Consultation for Links Cottage 26, Galsworthy Road, Kingston Upon Thames, KT2 7BS on

2018-05-03

&= Paddington Royal Mail Site x

From Letter Type select the type of letter you wish to generate (It is possible to create a blank

letter with just the contact details, references, and proposal details). Once selected click Save and

Continue.

Select Related Consuitation

&= Consultation for Links Cottage 26, Galsworthy Road, Kingston Upon Thames, KT2 7... (x| ¥

Letter Type *

Archaeological Recommendations text -
Letter A - No Progression

Letter A2 - No need to consult

Letter B1 - Pre app predetermination EAS version

Letter B2 - Predetermination

Letter C - Condition two stage

Letter D1 - Pre app recomend conditicn EAS version
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This will generate the letter as a Word document, which can be downloaded, and also link the
letter to the correspondence associated with the Consultation. Select Save and Complete

Workflow to complete the workflow.

&= Correspondence
Correspondence Workflow

4 Correspondence Workflow Complete

Select Related Consu

Created or Modified Resource Instance

Correspondence Communication Details

Download Letter

Resource Reports

Meleam

The Resource Report is available to view at all times whilst a record is open for editing or as a part
of a set of search results. Within the Resource Manager interface for creating and editing data, it is

accessible by selecting the very top level in the tree view on the left-hand side of the screen.

Within the Resource Manager role, the Resource Report presents an alternative method of
navigating and editing the contents of the record.

f ] [ -
/ Bibliographic Source Details

B Former Jewson Go Site, Stratford, London

</» Bibliographic Source Names
<> Descriptions
(M Journal or Series

[ Publication

'nal Cross References

[ system Reference Numbers

% Related Resources

[ Pages
» Other
™ pace Reference
[} Page Reference Journal
0O Source Creation
Pe

: Former Jewson Go Site, Stratford, London, E1f

» Bibliographic Source Names s Add Bibliographic Source |
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The data is presented in a series of selectable thematic tabs, each containing a number of nodes.
A link attached to each node provides a shortcut to the relevant card in which values can be added
and edited.

Bibliographic Source: Former Jewson Go Site, Stratford, London, E15: Desk B.
i escriptions an a ssific 1s and Dating | Archive
Bl Former Jewson Go Site, Stratford, London,
* < Bibliographic Source Names » Bibliographic Source Names * add Bibliographic Source Name
</» Descriptions MName 1= volume

JJournal or Series

Former Jewson Go Site, Stratford don, E15: Desk Based Assessment

[ Publication

[ Pages
& » Other
) Page Reference Journal Or Serial;
=

& Bibliographic Source Creation
[ Bibliographic Source Types

Copyright

) Associated Digital Files

—‘\

[ External Cross References

System Reference Numbers

% Related Resources
When a record is present within a set of search results, selecting the Resource name, or identifier
depending upon the resource, of one of the records in the Results list will open the Resource

Report in a new tab. Similarly, selecting the Report link in the pop-up that appears upon selecting
a map feature will open the Report in a new tab.

o0, K1 Desk Based Assessment at Former Jewson X

TEMF

Stratford

quatics
tre

The data is presented in a series of selectable thematic tabs.
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In the top-right corner of the screen is a series if

icons.

The bell-shaped Alerts icon allows the user to view
any alerts that have been forwarded to them

relating to data downloading (see Export Search

Results). The Search icon will open the search REP
interface, and the Edit icon will open the Resource in
the Resource Manager role.
Selecting the Print icon in the top-right corner of the
Resource Report tab allows the user to save the
current report as a pdf or print it directly.
e —— R A
P. ] ; I P s
| P = T
__________ ok B3 -

v Corrancy

Storage Arda

t Date: |
Print
Destination
Pages
Layout

More settings

Wekame, Deran

B saveasPDF

All

Portrait

htgg: iandtap i e e

8pages LUt
In

Find
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Export Search Results

‘ Alerts

? Help

® Logout, Kieran

#3 Time Filter A saved & Search Export

r -~
« Q. Find an address...

Export Search Results

Nitney
i Oxford
1. Format
Select the
Abingdon- t
on-Thames
® sy
htmi
shapefile
tile excel
Read geojson url
Thatchamn s -
? 2. Coordinate Precision
Tell | ecisio
6
Basingstoke
ndover 3. Report Link
Only applicable to CSV and shapefile exports
Include the report link In the expor?
Winchester
Download
Eastleigh

Southampton

csv

Arches will create a separate csv output for each
Resource Type included in your search results
which, for example, may feature Monuments, Areas
and Activities. These csv files will be downloaded to

the user's own Downloads folder in a zip file.

Once a search has been executed and records have
been retrieved, this function enables the creation of
exports in a number of formats such as csv and
html as well as facilitating the export of features as

a shapefile.

Select the Search Export icon.

The Export Search Results panel will open.

Select which format you would like to export (such

as csv, html, shapefile etc.).

if exporting as a shapefile you can specify the

coordinate precision (the default value is 6).

There is an option available to include a link to the

Resource reports.

Select the Download button to generate the export,

which will be automatically saved to your

Downloads folder.

html

shapefile

3. Report Link

Inly applicable to T8V and shapefile exports

nelude the repart link in the cxpart?
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The export is accessible through the link that will appear in the bottom-left of your screen.

@Dewils SEdit 9Map P Related Resources

= Westminster Abbey Dean's Yard London SW1P
p

@ Demils P Related Resources o =t

Arches_export {4).zip

Select the arrow icon to open a list of options.

¥ Related Resources

3PP

Open

on

Always open files of this type

Show in folder

an
Cancel

i

Arches_export (4).zip

Opening the zip folder will display the separate Resource Type exports contained within.
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Export Search Results

1. Format

Should your results contain more than cne

thousand records the Export Search Results panel

will contain additional options for naming the

export and recording your email address (though

3. Report Link

PP to 5V and shapefile exports

this should default to your correct work email

nclude the repact link In the exper?

address if you are logged in). As exporting such a

sgailicabi S large amount of data may take some time, these
additional options enable the Alerts facility.
5. Email Address

T a

kieran.byrne@histor icengland.orguk

ite administration... » Cther bookmarks Reading list

i
Welcome, Kieran % 7

When you export is complete, you will receive an 5 o *

email containing a link to your export as well as an
o Export Search Results
Alert as indicated at the top of the screen.

1. Format

Export Search Results

1. Format

export dat

html

2. Coordinate Precision

Tell w

Arches will create a separate html output for each

&

& Rk ik Resource Type included in your search results. If

Only applicable to

S pl:w' more than ten records have been retrieved, the
Export Search Results panel will expand to allow you

*:Hame this.export to create a name for the output and specify an

email address (usually auto-populated) where a link

to the download will be sent.

kieran_byrne@historicengland.org.uk




When you select Download, a message will appear confirming the number of records in the
export and directing you to the Alerts icon at the top-right corner of the screen.

Only applicable to C5V and shapefile exports

Include the report link in the export?

4. Name this export

\rches Export

5. Email Address

This download may take some time. Tell us
where to email a download link to your results

kieran.byrne@historicengland.org.uk

311 instances have been submitted for export.
Click the Bell icon to check for a link to
download your data

A green circle will be present indicating a new alert. Select the Alerts icon to open it.

ite administration... » Cther bookmarks Reading list

=
Welcome, Kieran % ?

Within the notification you can choose to dismiss the export if no longer required or download the
file.

Notifications [ x]
Friday, 04 March 2022 | 03:53 PM o =

Your search Arches Export is ready for download. You have 24
hours to access this file, after which we'll automatically remove
it.

yownload File

3

At the same time you will also receive an automated email from the System Administrator also
containing a link enabling the download of the exported file.

Search Export Download Ready

Cakebread, Stuart
* To ' ['kieran.byre@historicengland.org.uk’]

Hello, Your request to download a set of search results is now ready.
Download Now

Thank you

24



The file contains separate HTML reports for each Resource Type contained in the export.

ERLIGL 10
% » ThisPC » Downloads » Consultations 2022-03-08T115513.685158 v O D Search Consultation...
ud Files ks Mame Type Compressed size Password ... | Size Ratic Date medified
: € Activi Chrome HTML Document 10KB No
fistonc England .T!)' g :
€ Zpplication Area Chrame HTML Docurment SKB M
= @ Consuitation Chrome HTML Document 1IZKE Mo
¢ Heritage Area Chrome HTML Document TKBE No
© Heritage Asset Chrome HTML Document IKE N
H @ Historic Aircraft Chrame HTML Document BKE Mo
ﬁ' Historic Landscape Characterization  Chrome HTML ment BKBE Mo
hive € Maritime Vessel Chrome HTML Document 10KE Mo
. . @ Place Chrame HTHWL Document TKE Mo
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Battersea Power Station

Systern Reference Numbers
Primary Refereroe Numben 113481
Legacy ID; Hone

Heritage Asset Names
Mame Hame Type
Eattersea Pawer Staticn Latest

Lecation Information

National Grid References LeealitiesAdministrative Areas
TORANIRTIRY Geewter London Autharity

Boraughe Wandsworth

Han Parish hrex:

Descriptions

Deseription Type Sumenary
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Export Search Results

shapefile
1. Format

Arches will create a separate shapefile for each

; : csv
Resource Type included in your search results -
tm

which, for example, may feature Monuments, Areas ® shapefile

and Activities. These files will be downloaded to the

user's own Downloads folder in a zip file. . .
2. Coordinate Precision
Te m Cimal places of precision

ata results

As with CSV exports, should the number of

instances exceed 1000, the Export Search Results
3. Report Link

Only applicable to (

panel will expand to include a field in which to name

Csv and shapefile exports

Include the report link in the expon?

the export and an Email Address to which a link will
be sent when the export is ready (an Alert will also

be sent and will be accessible via the Alerts icon at

the top-right corner of the screen).

25



+ g' + This PC » Windows (C:) » Users » KByrne » Downloads » Arches_export (8]

e Archive
&oft Tearns Chat Files

'S

dingz

sjects

RS

A

® Mame

Application Area_Geometry_poly
P Application Area_Geometry_poly
Q Application Area_Geometry_poly
|:| Application Area_Geometry_poly.prj
[] Consultstion_Geometry_poly
.a Consultation_Geometry_paby
Consultation_Geometry_paly

3 Consultation_Geometry_poly.pej
[0 Heritage Ares_Geometsy_pely
P Hentage Area_Geometry_poly
E Heritage Area_Geometry_poly
D Heritage Area_Geometny_poby prj

Export Search Results

1. Format
Select the format you'd like for your export

data. (t

le excel and geojson formats require a

resource type filter)

csv

htm

I

shapefile

tile excel

® geojson url

22Heritage%20Asset3e22%2C% 22inverted32 :
2% 3Afalse%7D%5D A

By Copy to clipboard

2. Coord

inate Precision

Tell us how many decimal places of precision
you'd like for geo-data results

6

3. Report Link

Only applicable to CSV and shapefile exports

Include the report link in the export?

Type

DWW G TroeWiew Shape Sou...

DEBF File

DA G TrueView Compiled ...

PRI File

[WWG TraeView Shape Sou..,

DEF File

DN G TreeView Compiled ..

PRI File

DWG Treeiew Shape Sou..

DEF File

DWG TrueView Compiled ...

PRIFife

Compressed size

KB
2KE
1K
1KB
4 KB
Tke
1KE
1KB
28 KB
iKE
TKB
TKB

Password ...

No
No
Ne
Mo
Mo
Mo
Mo
No
No
Mo
Nao
Mo

geojson url

v | O

Size

4¥B
29 KB
TKB
1KB
& KB
206 KB
TKB
1¥B
3TKB
191 KB
1 KB

1 KB

Ratio

26%
26%
95%
35%
263

Search Arches_sipor...

Date modified

0B/D3/2022 12:17%
DB/03/2022 1217
DR/03/2022 12 1?|
08/03/2022 12:17
0BM3/2022 121
DED3/2022 12:17
DB/03/2022 12:173
DB/03/2022 12:17
DB/03/2022 12:17
08/03/2022 1217
DB/03/2022 12:17
DB/03/2022 12:14

These need to be created separately for each group

of Resource Model Records selected. This prepares

a URL which can be sent to users to view selected

data.
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